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conformity with the Freedom of Infor-
mation Act if the records are proposed 
for immediate transfer; 

(6) An estimate of the volume of 
records accumulated annually if the 
records are current and continuing; 

(7) The total volume to date; and 
(8) Disposition instructions, devel-

oped using the following guidelines: 
(i) If the records series or system is 

current and continuing, the SF 115 will 
include a disposition instruction speci-
fying the period of time after which the 
records will be transferred to the Na-
tional Archives, normally within 30 
years for paper records, 5–10 years for 
audiovisual or microform records, and 
as soon as the records become inactive 
or the agency cannot meet the mainte-
nance requirements found in § 1228.270 
of this part for electronic records. 

(ii) If the records series or system is 
nonrecurring, i.e., no additional 
records will be created or acquired, the 
agency may propose either immediate 
or future transfer to the National Ar-
chives. 

(c) Determination. NARA will deter-
mine whether or not records are of per-
manent value and when the transfer of 
the permanent records will take place. 

(1) If NARA determines that records 
are not permanent, it will notify the 
agency and negotiate an appropriate 
disposition. The disposition instruction 
on the SF 115 will be modified prior to 
NARA approval. 

(2) If NARA determines that records 
are permanent, but that the transfer 
instructions are not appropriate, it will 
negotiate appropriate transfer terms 
with the agency. The disposition in-
struction on the SF 115 will be modi-
fied prior to NARA approval. 

[55 FR 27429, July 2, 1990; 55 FR 31982, Aug. 6, 
1990, as amended at 66 FR 27027, May 16, 2001] 

§ 1228.30 Scheduling temporary 
records. 

(a) Initiation. Federal agencies re-
quest authority to dispose of records, 
either immediately or on a recurring 
basis. Requests for immediate disposal 
are limited to records already in exist-
ence which no longer accumulate. For 
recurring records, approved schedules 
provide continuing authority to de-
stroy the records. The retention peri-
ods approved by NARA are mandatory, 

and the agency shall dispose of the 
records after expiration of the reten-
tion period, except as provided in 
§ 1228.54. 

(b) Requirements. Each item on an SF 
115 proposed for eventual destruction 
shall include the following: 

(1) Records series title used by agen-
cy personnel to identify the records; 

(2) Description of the records includ-
ing physical type and informational 
content; 

(3) If the records are contained in a 
Privacy Act system of records, a cita-
tion to the agency’s alpha-numeric or 
numeric code designation for the sys-
tem of records. If the system of records 
was added or deleted since the publica-
tion of the current Office of the Fed-
eral Register compilation of Privacy 
Act Issuances, the agency shall also 
cite the date and page of the FEDERAL 
REGISTER on which the new system no-
tice appears or the deleted system is 
announced. 

(4) Disposition instructions, devel-
oped using the following guidelines: 

(i) If the records series or system is 
current and continuing, the SF 115 will 
include a disposition instruction speci-
fying the period of time after which the 
records will be destroyed. 

(ii) If the records series or system is 
nonrecurring, i.e., no additional 
records will be created or acquired, the 
agency may propose either immediate 
destruction or destruction on a future 
date. 

(c) Determination. NARA may deter-
mine that records proposed as tem-
porary merit permanent retention and 
transfer to the National Archives. In 
such cases, NARA arranges with the 
agency to change the disposition in-
struction prior to approval of the SF 
115. 

(d) General Accounting Office concur-
rence. Each Federal agency shall obtain 
the approval of the Comptroller Gen-
eral for the disposal of program records 
less than 3 years old and for certain 
classes of records relating to claims 
and demands by or against the Govern-
ment, and to accounts in which the 
Government is concerned in accord-
ance with the GAO ‘‘Policy and Proce-
dures Manual for Guidance of Federal 
Agencies,’’ title 8—Records Manage-
ment (44 U.S.C. 3309). This approval 
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must be obtained before the approval of 
the disposal request by NARA, but the 
request may be submitted concurrently 
to GAO and NARA. 

(e) Withdrawn items. Agencies may re-
quest that items listed on the SF 115 be 
withdrawn in order to aid in NARA’s 
processing (appraisal) of the remaining 
items on the schedule. 

(1) If, during the course of the ap-
praisal process, NARA determines that 
records described by an item(s) on the 
proposed schedule do not exist or are 
not arranged as stated on the SF 115, 
NARA may request the agency to with-
draw the item(s) from consideration, if 
the agency is unable to offer sufficient 
clarification. 

(2) If NARA and the agency cannot 
agree on the retention period for an 
item(s), the items(s) may be with-
drawn. In these cases, the agency will 
submit an SF 115 with a revised pro-
posal for disposition within 6 months of 
the date of the approval of the original 
SF 115. 

[55 FR 27429, July 2, 1990, as amended at 57 
FR 22432, May 28, 1992] 

§ 1228.31 Applying previously ap-
proved schedules to electronic 
records. 

(a) When must an agency submit a new 
schedule for electronic versions of pre-
viously scheduled hard copy records? 
Agencies must submit a new schedule 
to NARA for electronic versions of pre-
viously scheduled records if: 

(1) The content and function of the 
records have changed significantly 
(e.g., the electronic records contain in-
formation that is substantially dif-
ferent from the information included 
in the hard copy series or are used for 
different purposes). 

(2) The previously approved schedule 
explicitly excludes electronic records. 

(3) The electronic records consist of 
program records maintained on an 
agency web site. 

(4) The electronic records consist of 
program records maintained in a for-
mat other than scanned image AND 
the previously approved schedule is not 
media neutral. 

(b) When can an agency apply a pre-
viously approved schedule to electronic 
versions of the records? If the conditions 
specified in paragraph (a) of this sec-

tion do not apply, the conditions in 
paragraph (b) apply: 

(1) Permanent records. (i) The agency 
may apply a previously approved 
schedule for hard copy records to elec-
tronic versions of the permanent 
records when the electronic records 
system replaces a single series of hard 
copy permanent records or the elec-
tronic records consist of information 
drawn from multiple previously sched-
uled permanent series. Agencies must 
notify NARA (NWM) in writing of 
records that have been previously 
scheduled as permanent in hard copy 
form, including special media records 
as described in 36 CFR 1228.266 and 36 
CFR 1228.268. The notification must be 
submitted within 90 days of when the 
electronic recordkeeping system be-
comes operational and must contain 
the: 

(A) Name of agency; 
(B) Name of the electronic system; 
(C) Organizational unit(s) or agency 

program which records support; 
(D) Current disposition authority ref-

erence; and 
(E) Format of the records (e.g., data-

base, scanned images, digital photo-
graphs, etc.). 

(ii) If the electronic records include 
information drawn from both tem-
porary and permanent hard copy series, 
an agency either may apply a pre-
viously approved permanent disposi-
tion authority, after submitting the 
notification required by paragraph 
(b)(1)(i) or may submit a new schedule 
if the agency believes the electronic 
records do not warrant permanent re-
tention. 

(2) Temporary still pictures, sound re-
cordings, motion picture film, and video 
recordings. The agency must apply the 
previously approved schedule to digital 
versions. If changes in the approved 
schedule are required, follow § 1228.32. 

(3) Scanned images of temporary 
records, including temporary program 
records. The agency must apply the pre-
viously approved schedule. If changes 
in the approved schedule are required, 
follow § 1228.32. 

(4) Other temporary records maintained 
in an electronic format other than 
scanned images. (i) For temporary 
records that are covered by an item in 
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